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Annual Leave Payout - Employee Opt In/Out 

 

 
 

Step Action 

1. Begin by navigating to the ALCP Employee Election page. 

 

Note:  This simulation is an example of a transaction. When entering a transaction in the 

live TeamWorks HCM system, please select all values and options based on agency 

policy, the paperwork on hand and the current situation. 

 

Click the NavBar link. 

 



Job Aid 

 
 

Page 2  

 

 
 

Step Action 

2. Click the Navigator link. 
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Step Action 

3. Click the Self Service link. 
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Step Action 

4. Click the ALCP Employee Election link. 
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Step Action 

5. Once the ALCP Employee Election page appears, notice the employee is able to view 

their Annual Leave, and Sick Leave, Eligible and Eligible Hours information. 

 

Note: For eligibility questions employees should contact the agency's Human Resources 

Department.  



Job Aid 

 
 

Page 6  

 

 
 

Step Action 

6. Click the Opt-in to participate drop-down list. 
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Step Action 

7. The Opt-in to participate field defaults to No. Employees have the option to select Yes 

or No. If no, there is nothing for the employee to do.  

 

For this example, the employee would like to participate in the ALCP Election program.  

 

Click the Yes link. 
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Step Action 

8. Click the Save button. 
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Step Action 

9. Note: The system displays an automatic message for the employee to confirm the 

election.  

 

Click the Yes button. 

 

 
 

Step Action 

10. Once the options is saved, the employee can click the Home button to return to the home 

page. 
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Step Action 

11. Congratulations! You have completed the Annual Leave Payout - Employee Opt 

In/Out topic. 

 

End of Procedure. 

 

 


